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NATURE OF WORK

This is responsible administrative and supervisory work assisting the Sanitation Director by
coor dinating the management functionsof the Sanitation Department, both in theofficeand in the
fidd.

Theemployeein thisclassification performsdiver sified administrative dutiesin developing and
implementing departmental programs.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Implementsand coor dinatesvolunteer cleanup efforts, compiling data and reportingfindingsand
securing publicity for participants.

Attends meetings with community action and business groups, special events committees and
disaster planning agencies as Department liaison and coor dinator .

Designs programsfor federal or state grant eligibility to enhance efforts currently done by the
City in cleanup and waste collection.

Coordinates and implements waste collection projects conceptualized or endor ses by the City
Commission or City Manager’s office.

Conductsfield inspections and reviews reports of activitiesto determine present effectiveness
and efficiency of operations, and to develop mor e effective and efficient procedures.

Oversees small crews, and may participate, doing special cleanup and collection jobs outside of
the normal day’s operations.

Answer sthe telephone and respondsto citizen complaints and requests.

Assists Director in avariety of Department administration and management activities, reviews
employee personnd related documents; assists in matters requiring disciplinary action and
participatesin the adjustment of grievances.

Performsother related work asrequired.

KNOWLEDGE, SKILLSAND ABILITIES

Thorough knowledge of the methods and procedur es of garbage, trash, and litter collection and
digposal, and the Federal, State, and City laws and regulations pertaining ther eto.

Thorough knowledge of labor, materials, equipment, operations techniques, budgetary
prepar ation and control, asrelated to waste collection and disposal.

Thorough knowledge of the hazardsand proper safety precautionspertaining to waste collection
and disposal operations. Considerable knowledge of recent developments in the waste
collection field and the ability to apply new developmentsto a City-wide collection system.

Considerable knowledge of City Work Rules and Collective Bargaining Agreements, and the
ability to identify and resolve grievances.
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Considerable knowledge of sound methods of management, administration, and effective
supervisory techniques asrelated to a City-widewaste collection oper ation, and the ability to
supervise subordinatesin a manner conducive to full performance and high morale.

Knowledge of inventory control and City procurement and requisitioning procedures.

Ability to interpret and enforce City and Departmental rules, regulations, codes, policies and
procedures, and to evaluate their effectiveness.

Ability to present information effectively, both verbally and in writing.

Ability to establish and maintain effective working relationships with City officials, officials of
other agencies, contractor s, subor dinate employees, other employees, and the general public.

Ability to assst supervisory personnel and other subordinatesin maintaining good relationships
with the public, by exer cisng a high degree of tact and diplomacy, and totrain and direct such
employeesin a manner conducive to full performance and high morale.

Ability to evaluate administrative oper ations to deter mineif departmental goals and objectives
are being met.

MINIMUM REQUIREMENTS

Considerable experience in municipal waste collection and disposal, including supervisory
experience.

PHYSICAL REQUIREMENTS

Must havethe use of sensory skillsin order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact. Physical
capability to effectively use and operate variousitems of office related equipment, such as, but
not limited to, word processor, calculator, copier, and fax machine. Significant standing, walking,
moving, climbing, carrying, bending, kneding, and handling. Ability to lift up to 100 pounds.

SUPERVISION RECEIVED

General direction isreceived from the Sanitation Director. However, for the most part, work is
performed independently and is subject to review by inspection of street conditions, review of
reports, and conferences.

SUPERVISION EXERCISED

Theincumbent plans, schedulesand evaluatesthework of supervisory, skilled, semi-skilled and
unskilled subordinate per sonnel.
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